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Logging in to Employee Self Service
To log in to Self Service, navigate to the main Employee Self Service landing page using the link or path
below.

http://ess.wi.gov/

Enter your IAM User ID and Password.
Click Sign In.

State of Wisconsin
STAR
HR Self Service

Password

Seleot a Language.

English

W Enable Accessibility Mode

Copyright © 2000, 2014, Oracle and/or its affiates. Al rights reserved.

You are about to access a State of Wisconsin computer system. This s a restricted computer system for authorized users only. All equipment, systems, services, and software connected to this system are intended only for official business use of the State of Wisconsin, and may contain U.S.
Govemment information. All data contained on this system is owned by the State of Wisconsin; the Stafe of Wisconsin reserves the right to audit, monitor, record andor disclose all ransactions and data sent over this system in a manner consistent with State and federal law. Use of this system by any
user, authorized or unauthorized, constitutes consent to monitoring, recording, reading, copying, or capturing and disclosure of data and transactions by authorized personnel. Only software approved, scanned, and licensed for State of Wisconsin use is permitted on this system. Any illegal,
unauthorized use or modification of the State of Wisconsin data, equipment, systems, services, or software by any person(s) is prohibited and may be subject to civi or criminal prosecution under state and/or federal laws, and may also resultin discipiinary action where appropriate.

When you log in successfully using your IAM Username and Password, the Employee Self Service
Homepage is displayed.
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ESS Job Aid: Basic Navigation

Employee Self Service Homepage and Navigation Collections

Use the Tiles on the Homepage to navigate to the desired pages in Employee Self Service.

4% STAR Human Resources v Employee Self Service

Announcements My Time Wy Payroll My Information

T
No Announcements ({) m m\
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My Benefits Cornerstone Learning Resources COVID-19 Information
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**For a list of what is included in each tile, please see the next section of this job aid.

After you have opened a Tile, you can access each part of the Navigation Collection/Tiles on the same
page.

Enter Time Time Summary Exceptions Setup Quick-Fill Request Absence
03/04/21 - 03/04721 02/28/21 - 03113721

Reported 0.00 Reported Hours 0.00
Payable Hours 0.00 “ I '
Approved Hours 0.00
Absence Hours 0.00

View Requests Cancel Absences Absence Balances Comp Time

| g I 5 0.00

Do not use the browser Back button. Using the browser Back button will cause you to lose your page
and could log you out of Employee Self Service. The button in the upper left corner will allow you to
navigate to the last page you were on.

& hitps.//wi-phrint.wi.gov/psp/phrint/EMPLOYEE/HRMS/c/ROLE_EMPLOYEE.TL_MSS_EE_SRCH_PRD.GBL /= DOA Intranet Home

* @ Snaght B B

File Edit View Favorites Tools Help

< Employee Self Service Timesheet

To return to the Homepage at any point, use the Home link in the top-right corner of the page.

¥ Employee Self Service /ﬁ\ Q - @
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ESS Job Aid: Basic Navigation

When you have finished working in Employee Self Service and want to log out, click the n link in the
top-right corner of the page and select Sign Out.

Personalize Homepage

My Preferences

Help

Sign Out

If you are logged into Employee Self Service and have been inactive for 15 minutes, you will receive the
following warning:

Your session is about to expire.
As a security precaution, sessions end after 15 minutes of inactivity.

Click OK to continue your current session.

If you do not want to be logged out of the current session click OK. Otherwise the system will
automatically log you out.
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Self Service Tiles and Navigation Collections

Tile

Navigation Collection/Tiles

My Time

«©

Enter Time
03/04/21 - 03/04/21

Reported 0.00

Setup Quick-Fill

o)

Cancel Absences

I?

Time Summary Exceptions
02128121 - 03113721

Reported Hours 0.00

Payable Hours 0.00
Approved Hours 0.00
Absence Hours 0.00

Request Absence View Requests

Absence Balances Comp Time

15 0-00

My Information

YOUR NAME
YOUR JOB CLASSIFICATION TITLE

1=« Addresses

¢.’ Contact Details

& Marital Status

{E Emergency Contacts

& Employee Information

l.o} Demographic Information

{2 Emergency Notificaton System (RAVE
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My Benefits

o

&

[

By

(15

)

Benefits Summary

Health Care Summary

> Dependent Information

Health Care Dependent Summary

Life/Disability Summary

My Benefit Documents

bad View Form 1095-C

b Form 1095-C Consent

[~] Benefits Enroliment

My Payroll

=

W-2/W-2¢ Forms
—

2020 W-2 Form available

Paychecks

Pay Date 01/28/2021
Net Pay

Taxes

D

Total Gross

Direct Deposit

2

Accounts

Updated 0212612021

W-2/W-2c Consent

@

Consent recelved

Tax Withholding

|

Updated 0212412021
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Self Service Payroll Info Benefit Forms & Brochures DOA - Div of Personnel Mgmt

E State Holidays Payroll & Benefit Calendars Wellness

Resources

%
&)

%
&)
%

Employee Assistance Program State Employee Directory ELM

%
&)
%

Travel & Expense Wisc.Jobs

%
=%

e This tile will redirect you to the Cornerstone Learning

Cornerstone Learning
website with various training materials.
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Adding Favorites

To add a Favorite, use the NavBar > Navigator located at the top right hand side of the screen to
navigate to a page you use frequently. For example, we will navigate to the Timesheet page.

¥ Employee Self Service T O - ) ‘

NavBar: Navigator

NavBar

L1 ]
Bl
Recent Places Benefits 5
| |

Recent Places

Self Service >

PeopleTools >

3

S My Favorites
i My Preferences

My Favorites
/ E My Dictionary

é Navigator

Navigator

NavBar: Navigator NavBar: Navigator a NavBar: Navigator #
s <= | self Service * - <2 Time Reporting T s <= | Report Time *
H ]
:® Time R i - ®
Recent Places ime Reporting RETIe Report Time ) Recent Places Timesheet
Personal Information 5 View Time N Absence Request
RS Payroll and Compensation y My Favorites L
E Benefits b E
Navigat i
et Navigator Navigator
Emergency Notification System

While on the desired page, you can click the - link in the upper-right corner and select Add to
Favorites.

Add To Favorites ‘

My Preferences

Sign Out
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When you click the Add to Favorites link, a pop-up window will appear with the page name defaulted
into the Description field. You can change the Description if you want to rename the page for your
Favorites list. When you are satisfied with the Description name, click OK.

Add to Favorites

Please Enter a Unique Description for this Favorite

*Description ’Timesheet

OK | Cancel

You will receive a pop-up message confirming that the favorite has been saved. Click OK.

The favorite has been saved.

To verify it has been added or to use your new Favorite link, click the My Favorites menu in the NavBar
in the upper-right corner of the screen.

NavBar: My Favorites

e & Edit Favorites
Ll
0

Recent Places Timesheet

My Favorites

Navigator

You can now click the Timesheet link to quickly navigate to the Timesheet page rather than navigating
using the Main Menu.
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To edit the name, reorder, or delete favorites, click the My Favorites menu in the NavBar in the upper-
right corner of the screen and select Edit Favorites.

NavBar: My Favorites ¢
L] [# Edit Favorites

Recent Places /‘ﬁmeshEEt
L S

e
My Favorites

Navigator

Edit Favorites

Click the Save button after editing or deleting favorites.

Favorites Personalize | Find | 22| & First ‘4 10f1 ‘» Last
*Favorite Sequence number

Timesheet 0 =]

Navigating using the NavBAR

You may also navigate to pages by using the NavBar > Navigator located at the top right hand side of
the screen. The menu options are the same as those previously available in the Main Menu.

NavBar: Navigator

NavBar Bty Self Service >
u
1O
'} )
= Recent Places Benefits >
&)

Recent Places
PeopleTools >

3 - My Favorites
58 My Preferences

My Favorites
E My Dictionary
E Navigator
Navigator /

**NOTE: When using the navigator, there will no longer be the direct navigation path available at the
top of the screen.
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